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Logging in
Login information: e« URL: https://misw5:7002/Deltek TC/welcome.msv (don’t forget to
add this to your favorites)

e Or type misportal/time in your browser address window from the
JLab intranet

e Login ID: JLab User Name

o Password: JLab User Password

e Domain: JLAB (ALL CAPS)

o Login ID and Domain will default in after your first successful login

7 Deltek Time & Expense - Login - Microsoft Internet Explorer [BEE]
'1:

LOgin screen Fle Edt View Favortes Tools Help
eﬂack - \ﬂ @ lj f_U Serrih ‘?i‘:‘(‘Favnr\tes @ vedia ) [\- ; = _J

Address @ hitps:/ fmiswS: 7002/DeltekTCfwelcome. msv v B ks

Deltek Time & Expense 6

») Login ) Resel | Change Pasaword After Login ]

o
Copylight @ 2004, Deltek Systems, Ino. All fights reserved, zDELTEK ill;’a

€] Dons S % Local intranet

e Currently, you are allowed five invalid login attempts. After that, wait
ten minutes and try again. If you still cannot connect to the program,
contact us at timesheet@jlab.org.
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Getting Started

To access your
timesheet for the
first time, click on
the Timesheet Link
in the menu on the
left-hand side of
the screen

Each current
employee’s
timesheet will be
populated with
projects from the
old etr system

To go back and
forward from one
timesheet period to
another, click on
the blue arrows to
the right of the
timesheet date

—

Timesheet Entry

i Deltek Time & Expense - MyDesklop - Microsoft Internet Explorer %]
Fle Edt Vew Favortes Tools  Help o~
Qi - ©- & B G Doeo Frrom @ron @ 2 B 3 L)

Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ = B

. N

-‘ LD

MyTasks (0)

MyTimesheets

S| 89 Local intranet
2 Deltek Time & Expense - Timeshee soft Internet Explorer,

Fle Edt Vew Favortes Tools Help

Q=-Q X A& ) ssarch 57 Fancrtes @ veda () - I‘f =1l

Links >

= ES

Ermployee [SMITH, JANET P (54579)
Class [SalaryExemptiPercent

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss

B
Semi-Manthly Period Encing [Nov 30, 2004

Thu &%
118

Fridy

o T
1118 3

11123

A Uy

19021 iz
F AN
R
EIC

AT

fick or Bereavement Leave (Famf

FO - Finance

ick Leave (Persanal)

acation

< I | 3 < Il | >
Holiay
sgewve [ ] [ vecation Approvel [ i (=]
Nan-vork Day
&] Done S| 89 Local intranet
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Project Entry

If you need to add
a new project to
your timesheet,
you can either

Type the Project

abbreviation in the
Project column, or

If the abbreviation -

is not known, click
on the binoculars
to look up the
appropriate project

If you look it up,
the Charge Lookup
window appears

Filter Text Option

You can choose
what you want to
filter by and type in
filter text if you
know some portion
of what you're
looking for, i.e. the
project abbrev
starts with CFO, so
you type CFO in
the Filter Text and
press Execute

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer,

File Edt ¥ew Favorites Tools Help l';'

eBack © J \ﬂ @ ;j /.:\‘ Search ‘?‘/“:‘(‘Favorites eMedia 6‘3 [j':v ::,' = _J
Address ‘@ https:fimisws: 7002 (DeltekTC TimeCollaction.msy
= N

Links >

leo

L’ Timesheet

Open | |

Employee [SMITH, JANET P. (S4579) ] Status Revision
Class [SalaryExemptPercent | Sermi-Monthly Period Encing Moy 15, 2004 \E‘E
Copry Line | Detete Lin Everse LI vites
| ) ) ) ) | | |
p LIRS | >

Holickay

Signaturs [ |D I vacation Approval [ =i
Hon-Wiork Day

Q Done =] ‘ﬂ Local intranet
—

e There are two methods that may be used to look up a project in the
Charge Lookup window — Filter Text and Drill Down

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Ele Edt Vew Favorites Toals Help l';'

eBack © J \ﬂ @ ;j /:\J Search \;‘:‘(Favur\tes emedia €‘3 [7':' ::,' = _J

Address |@ https:/imiswS: 7002 /DeltekTC/ TimeCallection msy
= o

Links ¥

v‘Gu

Lb Timesheet

Open | E |

|
Emglayes [Sh Charge Lookup F

Revision
Oess[E2 L 4 e

Copy Line | Delete Line |

Filer By | Proiectiar
Cat % Sundl Mond
fler et | D[ Execuls 15 MF 18
o

SortBy | Description s |

Favorites
Jefterson Lab JLAB

=

Signsture ’—

Morn-Work Day

@ Dane =] ‘:g Local intranet
—
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eltek Time & Expense - Timesheet - Microsoft Internet Explorer

Charge Lookup it
(Filter Text Option)

Wiew  Favorites  Tools  Help

eﬂack . | \ﬂ @ _;j f._j Search H_:f:(FavnritEs eMadia 6‘2 [_’:v :.\; = _J

Address ‘@ https: ) fmiswS: 7002 DelbekTCiTime Callection, msyv

L’ Timesheet

Open |

Ermplorves | SMITH, JANET P. (54579) Status[open |

l«-4 Charge Lookup E 15, 2004

Copy Line | Delste Fitter

er By | Proy v

Key In a portlon — Fitter Text |cfo J [ Execute ]
of the project *

abbrev. that you Sort By
want to look up

Favorites

— Jefrerson Lab LA

Press Execute

SigratL

@ Dane [%

| Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help

Charge Lookup e - D
fllter text results eEack M ) | \ﬂ @ lj /_JSearch \_;:(Favarltes eMadla 6‘;} [':. i = _J

Address ‘@ hittps i fmiswS: 7002 DeltekTC TimeCollection, msv

»  Timesheet

Open |

Ermplorves [SMITH, JANET P. (54575) status[open |

fe™ Charge Lookup 15, 2004

Copy Ling | Delste

C_I Charge Trees
[=]-\_] Fitter Resutts

Click on the blue | e i o
box in the left-most 0 - General 108 CFOGEN
column to highlight
the line that has
the appropriate
charge description
Click on the Add to — 7~ N\
— » &dd to Timesheet Close

Timesheet button
(this button will —
become active

@ Dane [%
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Fle Edt View Favortes Tools Help o

@Eack - @ @ <b psaarch *Favnmtes @ s £2) DR' ,; = I_J

address | (@] https:jmisws: 7002/DelekTC/ TmeCollection msv

P

L’ Timesheet

v B ks

Timesheet with
lines filled in

Employse [SMITH, JANET P (54579) Status[Missing |
Class [Salary/ExemptPercent Semi-Mantily Period Encing [Nov 15, 2004

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

Thudy  Fri @

104 1145
FO - Finance R
Sick Leave (Persanal) EiC
FSick or Bereavemert Leave (Famf AN

"acation AT
H-

Halidey

v acation Approval [ [E|

Hon-Work Day

Signature =

| S % Local intranet

0

€] Dons
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Fle Edt Yew Favorites Inols Help
) A () ) . e TR
Q=-Q X A& SO ssanch 5 pravories @Pwedia &) (- L T
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ = B

Drill Down Option

L’ Timesheet

ch
Charge Lookup

Employee [Si
Fitter
Class [Sal
Copy Ling | Delets Line |
Fiter Text | | [[Execute

FOFI: Sort By | Description v

To use the drill &0
. - ML
down option, click - Favalfes
— Jefle‘nn Lab LB

the plus sign
beside the

appropriate
category
<
B —— scsn py— B
Mo ork Day
&] Done S| 89 Local intranet
File Edit View Favorites Toals Help
Y |~ e P
eEack A ) \ﬂ @ ﬂ /.JSearch . Favorites G'Medla @ [,:ﬁ' ta = J
chdress|@hlt {{miswS: 7002/ DeltekTC/ TimeCollection.msy ~ Go Links
L Timesheet
n | <
Employes [SMITH, JANET P. (34575) ] Status[Missing |
e coetoop ]

Copy Line | Delete Line | F

| Charge Trees

(1] Jefferson Lab

Project
Accelerator
Keep clicking on Saninsnaion

the plus sign
beside the
appropriate
category until you
get to the charge
you are looking for

Snnnsnred Resparch Anrts

Close

Signature l:

@ Dane 8 ‘:J Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

Q=-Q X A& ) ssarch S Facres @ veda £2) [

D= ENE

Note: To go back
up the charge tree
CIICk on the Ilnk Employee [SMITH. JANET P_ 545751 1 St
that you want to P cogerooip @]

return to (Not the AR (=
minus sign or the CEEIT sl e
LA
folder) FoRi
ERSC
0 - Budget 1.08 CFOBUD
Click in the blue =
- General 1.08 CFOGEN

box in the left-most
column to highlight
the line that has
the appropriate
charge description

L | editoTimeshest

==

Click on the Add to
Timesheet button @] Done 5| €3 Local intranet

e Note: The projects are not in alphabetical order by abbreviation, but
by project name.

7 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [BEE
'1':

TimeSheet Wlth Fle Edt View Favortes Tools Help
lines filled in Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [
Address | (] https:/fmisws: 7002/DelekTC/TmeCallection.msy V\ Gn Lirks **

Employse [SMITH, JANET P (54579) ] Status[Missing | Revizsion
Class [SalarpExemptiPercent Semi-Monthly Period Encing [Nav 15, 2004 e

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
Thud¥ Fri @ Sat 4 Sundd Mondh

/4 1145 "E m"a 1B
FO - Finance

Sick Leave (Persanal)

fSick or Bereavement Leave (FamFAM

E\/a:aﬂnn

< ) 3 (€ | >
Holiday
Signature = v acation Approval [ ==
Non-Aork Day
€] Dons (T | S % Local intranet
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |:HE|E|
o

Exem [2ts Fle Edit view Favortes Tools  Help 5
Recordinq Tlme Qe - © \1"] E] ﬂ ) sarch \‘;i‘:("Fawr\tes @i €8 (- :‘7 =K

W | t h Pe r C e n taq eS Address |@ hittps: {imiswS: 7002 /DelkekTC/ TimaCollection, msy - ‘ Qo Links
Record all leave TimEshEet
taken by d ay Employee [SMITH, JANET P. (34579) Status [Missing | Revision
Class [SakryExemptParcent ] Semi-Monthly Period Ending [Oct 15, 2004 IRIE]
Rec 0 rd th e Copy Ling | Delete Line | Resst Line | Reverss Ling | Add Line to Favortes
percentage of 14 S b S T 8 e T
hours worked for = > oo
. ERSOMNAL SICK [Sick Leave (Personal) IC &0
eaC h p rO] ect 0 n AMILY SICK Fick o Bereavement Leave (FamFAht 8.0 ‘;
yo u r | aSt d ay ACATION acation AT 8.0
worked for the
timesheet period. 7
This will normally P
be the day with
white cells unless ~
you charged leave
for the remainder
of the period. - J IE a2
Holisay
Note: The total /mﬁ' el N ——

percentage must g ([T 2| %3 Local intranet
equal 100. /ge( ; S ; : ;
e Continue adding lines until the timesheet is complete

Ifyouneedtoadd e The Machine Shop # column is valid only for Machine Shop charges
cell notes, click

on the appropriate 7 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [BEE]
notes icon Fle Edt Yew Favortes Tools Help i
e sk - () \ib] E"] D f_U Serrih ‘i\? Favortes @} veda {£2) [\ o ; = _J
Address | @] https:jmiswS: 7002/DeltekTC/TimeCollection msv

p N .

v B ks

When you are

finished with the o) [STH,JANET P (53572 Staus[emg ] Revision
curr ent d aya s Class [Salary/ExemptiPercent Semi-Marithly Period Endina [Oct 15, 2004 \EE
t I m es h eet en tr O r Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
, Y el S
the timesheet is 7o - Fnance R
H 2 F ik Leave (Parsonal)
com p I et € ' c I IC k on Eick or Bereavement Leave (FarmF A0

save 4 acation AT
H

At the end of the
timesheet period,
click on the sign
button. If your =~
timesheet passed

all system a0 1m0
validations, you "N

will be prompted to Signature\—@ .xjgjn’v\:l?kDay Approval | =z}
enter your system e B e
password;

1000

Otherwise, revise e The system will not let you save your timesheet early unless you have

yourtimesheet, non-work hours charged for the remainder of the timesheet period.
then save and click

sign again.
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After the timesheet

is signed, you can/

click on the
Current Hour View
button to see
Entered or
Prorated Hours for
the timesheet
period

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favorites Tools Help o
Y A @) fl n S A
- ) ~' L ~<] - ]
eﬂack © \ﬂ @ | Dol raortes @ veds @) (- L [ _J
Address | (] https:/fmisws: 7002/DelekTC/TmeCallection.msy v\ Beo ks
.‘ ;

| . N

.} Timesheet
1]

Employse [SMITH, JANET P (54575)
Class [Selary/ExemptiPercent

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

FiO - Firance

Current Hour Vie

Sick Leave (Persi
Fick or Begggmert Leave (Famf AN
D

1000

1000

|.>
Holiday
Signature [SMITH, JANET P (34579) = v acation Approval [ ==
Mon-Wark Day

€] Dons

S % Local intranet

e Entered view shows the actual time entered in blue column on right-

hand side of timesheet

3 Deltek Time & Expense - “mesheet - Microsoft Internet Explorer

Ele Edt VYew Favorkes Tools

Favorites @ vedia {£2) [4;: & =

m

L

=

M

L’ Timesheet
Open | | Prin |
Ermployee [SMITH, JANET P (54579)
Class [SalaryExemptPercent

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss

Project

FiO - Finance

Links >

V‘Gn

Status

Eick Leave (Fersonal)

Kick or Bereavemert Leave (FamF AN

acation

Signeture [SMITH, JANET P. (54579)

I vacation

Holiday

Approval [

==

Mon-Work Day

&] Done

S| 89 Local intranet

« Prorated view shows the hours charged to each project based on the
percentages entered in the blue column on right-hand side of timesheet
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73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

Exe_rn ts . Qo - - (%] B (0| O searh prmoes @veds &) (- o [
Recording Daily . Sivis rapssimeieimsn S Qe s>

Hours [ 2
Timesheet
Employes [SMITH, JANET P (54579) Status Revision[1_]

E nter th e Class [SalaryExemptiDaly | Siemi-Morthly Period Ending [Fov 15, 2004 | &|l=p

H Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favarites
ap p ro p r ate ct Charg pic Pay Type  MSHOP # Thud¥ | Fri 4%
number of hours — s LA s
each day for each

. . 33 fEick Leave (Personal)

applicable project . S ekor Bevemvemart Loave Fni AT

Note: The
MSHOP# column is
valid only for
Machine Shop

charges
Holicday
jgneture [ ] ‘acation rovsl
If you need to add «~T ™ E e s =i
cell notes, click on & 5] % Local rereret

the appropriate

notes icon e Continue adding lines until the timesheet is complete

7 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer [BEE
'1:

Fls Edt Vew Fovortss Took  Help T
\ A A 8 ] > A
- ) ~' L ~<] - ]
eﬂack © \ﬂ @ | Dol raortes @ veds @) (- L [ _J
Address |{&] hitps: {{miswS:7002/DeltekTC/TmeCollection msv v B ks

When you are

o i & [SMITH, JANET P (54573) Status Revision[1_]
finished with the Class[Salary Exempt Dally ] Semi-Monthly Pericd Ending [Nov 15, 2004 EES]
current d ay’ S Copy Line | Defete Line | Reset Line | Reverse Line | Add Line to Favarites

. Charge Descriptio ay Type Thudd  Fri dp Sty S
timesheet entry or o
the timesheet is
complete, click on L
save Hl

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed

all system S

validations, you sz %@) e e e B
will be prompted to .. B cocel rerenet
enter your

password;

e The system will not let you save your timesheet early unless you have
Otherwise, revise non-work hours charged for the remainder of the timesheet period.
your timesheet,

then save and click

sign again.
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Regular Non-
Exempts

Reqular Hours
For each

applicable work

project, verify that
a“R” isin the Pay
Type column s

Tab over to the
hours and enter
the appropriate #
of hours for each
day

Note: The
MSHOP# column is

Fle Edit Yew Favorites Toos Help

eaa(k - J B @ ;j ;j Search \E:\?Favuntes eMedla @ f:{- ; =

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

U

address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv

v B s ?

Emplayee [SMITH, JANET P. (54575)

Class [SalaryMon-Exempt

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

"acation

Status Revison[1_]
Sermi-Morthly Period Ending [Haw 15, 2004 I

Et 4% Sundy Mondd Tus b Thu 4%
B 1a e 18 1141

FiO - Finance

N —

Holidday
I v acation
Mon-Work Day

Approval DE

valid only for =

Machine Shop
charges

Overtime Hours
For each
applicable project
on which you
worked hours over
your normally —
scheduled hours,
either look up and
select the “OT” pay
type by clicking on
the binoculars in

the Pay Type

column or enter an
“OT” in the Pay

Type column

By 8 Local intranet

Fle Edit Yew Favorites Toos Help

eaa(k - J B @ ;j ;j Search \E:\?Favuntes eMedla @ f:{- ; =

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

U

55 7002/DelbekTC/Tme Callection. msv

v B s ?

Emplayee [SMITH, JANET P. (54575)

Class [SalaryMon-Exempt

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

"acation

Status Revison[1_]
Sermi-Morthly Period Ending [Haw 15, 2004 I

Thu 4%
1141

FiO - Finance

ick Leave (Fersonal)

FO - Finance I !

N —

Holidday
I v acation
Mon-Work Day

Approval DE

&) Dane

By 8 Local intranet
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B Ueltek Time & Fxpense - Timeshee! - Microsolt ntesnet Explorer

Bl E8  Yew Fgeodes Jook  Help

euuk - 1] i" f:: /.-"'_-euch '::'r:'}m Wress B - 0o 3
A ] hips: misws: TOUZIDeRek 1] Tevec cbecton v v Qe s *

Pay Type Lookup
Screen

L Timesheet

h| Print |
e IR — swwsfopen ] Rewaen[i]

B T — o e T —
Cogry Lines | Dmdetr Line | Reant Line | Fovnrsn Line | 4 ISR, =]
Frowct _ wedd | Tha [ T Chane

M0 | 1im | 11M2 Toknia

Click on the blue
box in the left-most
column to highlight
the line that has
the appropriate pay
type

) — B — Wvsn P E—
Click on OK Kok Dy

& oem S S Local itranst

Fle Edt Yew Favorites Inols Help
\ A ( S n e TR
@Eack - @ @ ) psaarch g raortes @Pveda €5 (- 2 T
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ = B

Timesheet

Tab over to the Emplayee [SMITH, JANET P. (54579) Status[Open | Revision[1_]

Whlte Work day Class|Salary/Mon-Exemgt | Semi-Monthly Period Ending [Nov 15, 2004 &=
Copy Ling | Delets Line | Reset Lin | Reverse Ling | Add Lins to Favoritss

columns and enter : o faow s [ Sn® Wb e Hedd T

the appropriate # wcdion S I N

of OT hours for , St oo

each day - =

If you need to add
cell notes, click on
the appropriate ="
notes icon

Holiday

T E— oo epro =i

Mon-Work Day

&] Done S| 89 Local intranet

e Continue adding lines until the timesheet is complete.
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When you are
finished with the
current day’s
timesheet entry or
the timesheet is
complete, click on
save

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed
all system
validations, you
will be prompted to
enter your
password;

Otherwise, revise
your timesheet,
then save and click
sign again.

N~

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

D sork -

(5] B @ ;j ;j Search \E:\?Favuntes @ veda £4) [f{- :

address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv
4 ., 7

Links **

v B

e [SMITH, JANET P (54578)

Class [SalaryExemptiDaily

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

"acation

vz oper |

Semi-Morthly Period Ending [Nov 15, 2004

Revision[1_]
&=

Mondy  Tus 4% Weddy Thudd Fi @} S
11 112 M4 15

FiO - Finance

ick Leave (Fersonal)

Eick or Bereavement Leave (Fam

S

srwre [ i

Holidday
I v acation
Mon-Work Day

Approval DE

&) Dane

By 8 Local intranet

e The system will not let you save your timesheet early unless you have
non-work hours charged for the remainder of the timesheet period.
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Non-Exem pt Sh |ft Hle Edt Vew Favoritss Inols Help
WO rkers @ Back v () @ @ lj ;\J Search \5/:( Favorites @ vedia {£2) [,2 o ; =| J
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv

Links >

V‘Gn

Timesheet
Ermployee [SMITH, JANET P (54579) Status Revision
Class [Selary/ShiftMon-Exempt Semi-Monthly Period Encing [Nov 15, 2004 il
Re u I ar H 0 u rS Copy Ling | Delete Line | Resst Line | Reverse Ling | Add Line ta Favortes
For each
applicable WOrk
; H OLDAY Fioliday Leave 4
p rOJ eCt 1 C I I C k o n ERSONAL SICK Bick LZEVB (Personal) BIC
t h e b | nocu | ars | n ALY SICK fSick ar Bereavemert Leave (FamF AM
ACATION acalion A
the Pay Type
column to select
the appropriate pay
type
< | ¥ [« | >
Holiday
Signature [ =] .xa:axnk . Spproval [ s =
lonAork Day

&] Done (0T | S| 89 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

Pay Type Lookup : A .
Back - x| |Z| Tg| S search ‘5/ :(' Favorites Media £« :’.:< -

&] hitps:jmisws: 7002{DeltekTC [ TimeCollection. msv = ES

Links >

Address

L’ Timesheet
ch | Frint |
Ermployee [SMITH, JANET P (54579) ] Status Revision
Class [Salary/Siftiton-Exempt Semi-Mantly Period Encing [Nov 15, 2004 S ES

Copy Lin | Dlets Line | Resst Lins | Reverss Lins | 2 SRS TR E

|Leave |

(@ Fri 4 sat 4% su

[ 4 s 1B 10
FOFN Filter/Sort By
CLDAY
ERSONAL SICK Fiter Text | | [ Execute
ANILY SR
[ Resuts
ACATION

HoL Holiday =
oT Overtime

Click on the blue
box in the left-most
column to highlight
the line that has
the appropriate pay =

type

oTo Qertime Owl Shitt

Crvertime Swing Shift

Regular

Regular Swing Shift

53]

<

R —regular hours |
RS —regular swing %@ Wi e——) EE]
RO —regular owl _

/ S| 89 Local intranet
Click on OK
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Tab over to the
white work day

columns and enter ro e

the appropriate #
of regular hours
for each day

QOvertime Hours
For each
applicable work
project on which
you worked hours
over your normally
scheduled hours,
click on the
binoculars in the
Pay Type column
to select the
appropriate pay
type

eltek Time & Expense - Times| osoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - B @ ;;j piear(h \E:\?Favuntes @ veda £4) Df{- ; = _J

address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

Employes [SMITH, JANET P (54579) Status[Missing | Revision

Class [Samry/Shiton Exempt ] Semi-Monthly Petiod Ending [Hov 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

B Thuds Frid
1104 1

Holiday Leave

ick Leave (Fersonal)

Eick or Bereavement Leave (Fam

acation

O po— =
Mon-Work Day
&] pone By 8 Local intranet
A Deltek Time & Expense - Timesheet - osoft Internet Explorer
Fle Edit View Favortes Tools Help W
eaa(k - © B @ 7N | D search 5 Favorites @ veda £4) - & 1 J
L7 & | - W - e 5
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

|} Timesheet

n | £

Employes [SMITH, JANET P (54579) Status[Missing |

Class [Salary/Shift Non-Exempt | Semi-Marntiily Perio Encling [Mov 15, 2004

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

FO - Finance

Holiday Leave

ick Leave (Fersonal)

Eick or Bereavement Leave (Fam

acation

FO - Finance “
—

B —

Approval DE

Mon-Work Day

&] pone By 8 Local intranet
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Pay Type Lookup
Screen

Click on the blue
box in the left-most
column to highlight
the line that has

the appropriate pay __

type

OT - Overtime
OTS - OT Swing
OTO - OT Owl

Click on OK

Tab over to the
white work day
columns and enter
the appropriate #
of OT hours for
each day

If you need to add
cell notes, click on
the appropriate
notes icon

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt view

. | A T > T
eaa(k - Q \ﬂ @ 0] ) search 7 Favarites eMedla @ -z
address | @] https:jfmisws: 7002/DekkekTC Time Caliection. msv

|} Timesheet

Favortes  Tools  Help o

Links **

v B

Open|

Employes [SMITH, JANET P (54579)

stauepizsrg |

Semi-Montily Period Ending [Nov 15, 2004

Copy Line | Defete Line | Reset Line | Revers Line | 2 YRR STt

Class [Salary/Shift Non-Exempt |

Froe = jl“ li’l“’“ {l,‘:g;
Fiter/Sort By
Fiter Text | | [ Executs
r Results
HLs Holicay Swing a
HoL, Halicay
7 Overtime
‘ 0 Overtime
pr= Overtime Swing Shift
[ Regular L
RO Regular 0wl Shitt &
¢ P | B
v 4 h ¥

/
I v acation
Mon-ark Day

|
Approval DD

Signature

—

@] Done By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle  Edit  Yiew

eaa(k - \_,; \ﬂ @ ;j ;U Search \é‘\?Favuntes eMedla @ [‘:- ;

Favortes  Tools  Help o

Links **

address

€] hitps:ijmiswS:7002/DelkekTC TimeCollection. msy

- .

|} Timesheet

v B

Open|

Employes [SMITH, JANET P (54579)

stauepizsrg |

Semi-Montily Period Ending [Nov 15, 2004

Revision
&=

Class [Salary/Shift Non-Exempt |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
hon dfy Thudy Fi 4} S
11 M4 M5 1
FO - Finance

Holiday Leave

ick Leave (Fersonal)

Eick or Bereavement Leave (Fam

acation

FO - Finance

FiO - Finance

10.0

Holidday
I v acation
Mon-Work Day

N — Spgrone I

&] pone By 8 Local intranet

e Note: The MSHOP# column is valid only for Machine Shop charges
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73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools  Help ;
For Holiday Hours, Qo - () A B 0D Dsewn prmones @rds € (3 2 [ )
click on the
binoculars in the
project field to

looku P the Eplnyaa SMITH, JANET P (54575) Status [Missing
appropriate holiday e RIS ook

e L e E | e
Charge Trees
-] detferson Lab
B+ Leave

charge

Charge Lookup : T ‘
Screen = dadgLerve Cther (Blood D, vating, Community Sve, SAR) |1 CIVIC LERVE.OTHER
1
He il 1
Holiday Swi 1 HOLIDAY SHING
X 2 — 1 ARV DUTY COR
Click on the left- ==t Leave Without Pay 1 LEAVEWITHOUTPAY L
5 Mitary Leawe 1 WILITARY LERVE WL
rn_ ost . column 1_:0 Sick Leave (Persondl) 1 PERSOMAL SICK e
h | g h I | g ht th e I ne Sick or Bereavement Leave (Family) 1 FAMILY SICK. Fam
t h at h aS th e Waratinn 1 WACATION | VAE‘.) |

Addto Timesheet | [ Close

appropriate pay
type N —

€] Dons S % Local intranet

HOL - normal holiday
HLS - swing holiday
HLO - owl holiday

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help 5
\ A A y 3 R

eaa(k - \ﬂ @ ) ) search ¢ Favorites eMedla @ R B

address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

. )

|} Timesheet

Open|

Employes [SMITH, JANET P (54579) Status[Missing |

Class [Salary/Shift Non-Exempt | Semi-Marntiily Perior! Encling [Mov 30, 2004

Revision

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Thudy  Fri 4 Sat @)

11028 11126 WL

FO - Finance
Leave Without Pay EWP
37 Bick Leave (Personal) IC
Tab over to the :

appropriate day e
and enter non-work =7 |
holiday hours

Note: The holiday
will be highlighted
in yellow

Haliday
N [0 viscation Approval I
NarviAork Day
&] pone By 8 Local intranet

e Continue adding lines until the timesheet is complete
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When you are
finished with the
current day’s
timesheet entry or
the timesheet is
complete, click on
save

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed
all system
validations, you
will be prompted to
enter your system
password;

Otherwise, revise
your timesheet,
then save and click
sign again.

SN

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt WVew Favortes Tools Help

eﬂack - \ﬂ @ lj ;U Serrih ‘?‘::(‘Favnmtes @ s £2) [‘{- :; =

[BEIE
-

Links >

V‘Gn

address | (@] https:jmisws: 7002/DelekTC/ TmeCollection msv

,» Timesheet

Class [Selary/Shiftion-Exempt

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

Pay Type

- Finance

MSHOHE

Semi-Montily Period Ending [ov 30, 2004

4

Thu &% Fri 4

[E2IE3

SEly [ Mondy  Tusdy

1129 11730

=
1126 1127 11728

- Finance

- Finance

- Finance

Holiday Cwil HLO

ick Leave (Personal) |38

1Sick or Bereavement Leave (FamPAM

acation AT
B

< |

S

Signature i = ,

Holiday
I vacation
Mon-Work Day

[

Approval [

€] Dons

S % Local intranet

e The system will not let you save your timesheet unless you have non-
work hours charged for the remainder of the timesheet period.
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e & Expense - osoft Internet Explorer

M ac h | ne Sh op Hle Edt Yew Favortes Tools Help >
Non_EXemQtS Q- @ [¥] Bl G| O seat Gprmoies @redn @ (- 2 H [
address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy V\ Go | Links *

e Status[Wesng | Revision[1_]

Class [Machine Shop/Mon-Exempt ] Semi-Monthly Petiod Ending [Hov 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Regular Hours
In the project field,

either enter “0000”
or look it up using
the charge lookup
option

Verify that an “R”
defaulted in the
Pay Type column.
If not, typeitin

Won dy Tue 4%
11 1R

Thud¥  Fri )
M4 115

FAM
HoL
AR

1Sick or Bereavement Leave (Famf

k3

Holiday Leave
Leave Without Fay
Sick Leave (Persanal)

£C

acation

fachine Shop General

—

—

[E3

Haliciery
Signature [ |[E] acation Approval =

jonork Day

&] pone By 8 Local intranet

Deltek Time & Expense - Timesheet osoft Internet Explorer
Fle Edit View Favortes Tools Help W
e S Al & vy . R
Back - () B @ ) ) search ¢ Favorites eMedla @ D’f:' = = _J

address (] bt 7002{DelkekTC TimeCollection, msv v B s ?

|} Timesheet
n | Save| 1 e
Employes [ Status Revision

Class [Machine Shop/Mon-Exempt ] Semi-Monthly Period Encing [Oct 31, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Pr ¢

Tab to th e M S H O P# 1Sick or Bereavement Leave (FamPAM

column and enter 2 oy Leave
. Leave Without Pay
the appropriate : ekt ave Perseal
H acation
Z-number, or click : e S Gererd e

the binoculars in ™ : —
the MSHOP#
column to look it

up

£ | LN | >
Signature [ |[E] Approval =
Mon-Work Day
&] pone By 8 Local intranet
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MSHOP # Lookup
screen

To search for the Z
Job Number, you
can

Enter a portion of ==

the Z-number in
the Filter Text and
click on Execute,
or

Scroll through all
the Z-numbers,
highlight the job
number you want,
then click OK

Tab over to the
daily columns and
enter the
appropriate # of
hours for each day

Overtime Hours
For any Z job
number on which
you worked hours
over your normally
scheduled hours,

enter “0000” in the — .Z fachine Shop Generel T 97

project field and
either look up and
select the “OT” pay
type by clicking on
the binoculars in
the Pay Type
column or enter an
“OT” in the Pay
Type column

—

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - Q \ﬂ @ ;j f_U Search \zi‘\?Favuntes aMedua e} [:- ; | _J

address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

Employes | | Status Revision[1_]

Class|Machine Shopion Exempt ] Sermi-Morthly Period Ending [Haw 15, 2004 I

Copy Line | Defete Line | Reset Line | Reverse Line | & ST

Fri 4 Sat 4% Su
1155

HE

TETET o6 TUmBer ZTE 7T

>

«Job Mumker 2168782

«Job Mumker Z168783

«Job Mumker Z168784

Job Mumber 716786

Job Mumber 716787

Wmb humnber T1R7TAER _J
| =
Signature | ] W vacation Approval ==
Mon-Ajork Dy
&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help
\ A A y 3 R
eaa(k - \ﬂ @ ) ) search ¢ Favorites aMedua e} R B
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

» Timesheet

Emplayes | Status Revision[3_]

Class|Machine Shopion Exempt ] Sermi-Morthly Period Ending [Haw 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Pay Type|  MSHOP 4 & Tudy Fridd Sy Sund

14 15 1B 1T
fSick or Bereavement Leave (FamFAM
Holicay Leave HoL
Leave Without Pay AR
Kick Leave (Personal)

acation
lachine Shop General [F16747
lachine Shop General [r1e785

fachine Shop Generel

lachine Shop General 6797

Haliday
N [0 viscation Approval I
NarviAork Day
&] pone By 8 Local intranet
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Pay Type Lookup
Screen

osoft Internet Explorer

Fle Edit View Favortes Tools Help 5
\ A A y 3 R

eaa(k - \ﬂ @ ) ) search ¢ Favorites eMedla @ R B

address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

Employes | | Status Revision
Class [Maching ShopMon-Exempt | Semi-Morthly Period Ending [How 15, 2004 \E]
r Fiter

AMILY SICK FiterfSart By

OLDAY

AT Fiter Text | | [ Executs

ERSONAL SICK

[ Resulls

ACATION

000 HLO Holiday Owl a

000 HLS Holiday Swing

000 Holiday
Click on the blue

. 000 Regular
box in the left-most e
column to highlight Resglar S i v
- | &
the line that has
. ED =R
the appropriate pay )
type a |
I e —— I vecation Sprova =
Click on OK por e osy
&] pone By 8 Local intranet
eltek Time & Expense - Timesheet - osoft Internet Explorer
Fle Edit View Favortes Tools  Help i

Tab over to the
white work day
columns and enter
the appropriate #
of OT hours for
each day

If you need to add
cell notes, click on

notes icon

eaa(k - \_,; \ﬂ @ ;j ;U Search \é‘\?Favuntes eMedla @ [‘:- ; | _J

address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv

v B s ?

|} Timesheet
|

Open| | Print | Aucft | L

Employee; Status
Class [Maching ShopMon-Exempt | Semi-Morthly Period Ending [How 15, 2004
Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
RINGE fSick or Bereavement Leave (FamFAM
RINGE Holicay Leave HoL
RINGE Leave Without Pay AR
RINGE [Sick Leave (Personal) o
ACATION acetion AT
000 fachine Shop General 3 20 11| 50 11| 20 80
000 lachine Shop General F 1.0 5.0 20 3.0 20
000 fachine Shop Generel F 50
000 fachine Shop General 3 21| 10 N
000 fachine Shop General T 20 10 )
| LN | >
the appropriate =" Hlicr
O N v acation Approval =
Mon-Work Day
&] pone By 8 Local intranet

e Continue adding lines until the timesheet is complete.
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When you are
finished with the
current day’s
timesheet entry or
the timesheet is
complete, click on
save

At the end of the
timesheet period,
click on the sign
button. If your
timesheet passed
all system
validations, you
will be prompted to
enter your
password;

Otherwise, revise
your timesheet,
then save and click
sign again.

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

e Bk - () B @ ;j ;j Search \E/‘\? Favorites g Media {4 f:{- ; — _J
address | (@] https:jjmiswS: 7002/DelkekTC Time Caliection, msv Y8 e ®
2 s s

o[ vz oper |

Semi-Morthly Period Ending [Nov 15, 2004

Revision[1_]
&=

Class [SalaryExemptiDaily |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Mondy  Tus 4% Weddy Thudd Fi @} S
11 112 M4 15

acation

FiO - Finance

ick Leave (Fersonal)

Eick or Bereavement Leave (Fam

\ Holiday
srwre [ i W vacaton e EE
Mon-ork Day

&] pone By 8 Local intranet

e The system will not let you save your timesheet early unless you have
non-work hours charged for the remainder of the timesheet period.
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G S RA’ S 23 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |;HE|E|
—— v

Fle Edit Yew Favorites Toos Help %

eaa(k - Q \ﬂ @ ;j f_U Search \(::\L,‘J Favorites aMedua e} [:- ; | _J
Address (@) hitps:fimiswS: 7002/DeltekTC TimeCollection. msv VB s
8 N 7

After selecting the e
appropriate — : T s
project(s), scroll

over to the day that
has white cells = | Fl "0 Frerce i =
(either the last day
of the timesheet
period or the
Friday before, if the
last day falls on a
weekend) ~

Note: The total ~
percentage must
equal 100

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

ENES | >

If you need to add _~ St | ] W Vacain po— EE
cell notes, click on e

the notes icon [ B[ oirirers:

e Continue adding lines until the timesheet is complete
e The Machine Shop # column is valid only for Machine Shop charges

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |;HE|E|
v

Fle Edit Yew Favorites Toos Help

eaa(k - Q \ﬂ @ ;j f_U Search \zi‘\?Favuntes aMedua e} [:- ; | _J

address (] h 15 FO02{DelbekTC TimeCallection, msv v B s ?

When you are

= [SMITH, JANET P (54579) Status [Missing | Revision
fl nis h ed wit h t h e Class [GradusteExemptercert ] Semi-Mantily Period Encing [Fov 15, 2004 e/
current d ay’ S Copy Line | Delete Line | Reset Lin | Reverse Line | Add Line to Favaries
. roject ER— v Ty fon | Tus | Wed | Thu | Fri
timesheet entry or B 118 11AD 1Al 1142

FO - Finance

the timesheet is
complete, click on
Save

At the end of the
timesheet period,
click on the sign

button. If your ™ -
timesheet passed it
all system

validations, you

1000

i ‘ {0licis:
will be prom pted to snsre [ .:;:m?;n PO —c <
enter your Mon-Work Day
passwo rd’ QDWE Sy €3 Localintranet

Otherwise, revise e The system will not let you save your timesheet early
your timesheet,

then save and click

sign again.
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A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Qe - @ [¥] B ti| O seatn Jlpraoies @rein @) (- L [ )

address ] hktps: imisws: 7002/ DeltekTC TmeCallction msv

o> ERE

Employee [SMITH, JANET P. (S4579) ] Current Hour View Stetus[Signed | Revision
Class [GraduatsExemptPercent ] eriod Endiny 2004 []=]
Copy Line | Delete Line | Reset Line | Reverss Lins | &d Lins to Favartss
FOFIN FO - Finance 100.0|
prd
prd
prd
prd
prd
prd
prd
prd
After the timesheet
is signed, you can S
click on the ‘
. < > < >
Current Hour View —
b u tto n to see Signature [SMITH, JANET P. (S4579) |E I vacation Approval DD
Mon-#fark Dy

Entered or &] Done & % Local intranet
Prorated Hours for

the timesheet e Entered view shows the actual time entered in the blue column on
period right-hand side of timesheet

23 Dele,. “me & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View TWmges Tooks Help 5
e gack = | ) \ﬂ ) D search ¢ Favorites @ veda £4) - 2
> 2| T8 S - o=
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, mev v B s ?
o
Employes [SMITH, JANET P (34579) ] Current Hour Yiew Status Revision
Class [GraduateExemptPercent ] " Period w15, 2004 4=|l=
Copy Ling | Defete Line | Reset Line | Reverse Lin | 4dd Line to Favarites
FOFIN FO - Finance 3 44.0)
< EINES | ¥
Holidey
Sionature [SMITH, JAMET P_(54573) &= W vacation Approval ==
Mon-Ajork Dy

&] pone By 8 Local intranet

e Prorated view shows the hours charged to each project based on the

percentages entered in the blue column on the right-hand side of
timesheet
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Students

Reqular Hours
For each

applicable work
project, verify that
a“R” isin the Pay
Type column

Tab over to the
hours and enter
the appropriate #
of hours for each
day

Note: The
MSHOP# column is
valid only for
Machine Shop
charges

Overtime Hours
Once you have
worked 40 regular
hours in a week,
record any
additional hours to

the “OST” pay type ™|

If the pay typeis
not defaulted in for
your current
project, you can
either type “OST”
in the Pay Type
column or you can
look it up by
clicking on the
binoculars in the
Pay Type column

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o
- | = . — =

eaa(k - Q B @ o ijEar(h . Favories @ weda £2) (- 2 [

address | @] ht 55 7002/DelkekTC Tme Callection msv

|} Timesheet

Links **

v B

Employes [SMITH, JANET P (54579)

stauepizsrg |

Semi-Montily Period Ending [Nov 15, 2004

Revision
&=

Class| Exempt |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Thu Fri
/4 1115

Holidday
I v acation
Mon-Work Day

N — Spgrone I

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - B @ ;j ;j Search \E:\?Favuntes @ veda £4) f:{- .; e _J

Address |&] H

Links **

v B

55 7002/DelbekTC/Tme Callection. msv

Employes [SMITH, JANET P (54579)

stauepizsrg |

Semi-Montily Period Ending [Nov 15, 2004

Revision
&=

Class| Exempt |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Thu Fri
14 115

FO - Finance

FiO - Finance

Holidday
I v acation
Mon-Work Day

N —

Approval DE

&] pone By 8 Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer
Fle Edit Yew Favorites Toos Help

Pay Type LO 0 ku p e Back - [ ) \ﬂ @ ;j ;U Search \5/\? Favorites e Media @ - i [
Screen address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy V\ Go | Links *

|} Timesheet

Open|

Employes [SMITH, JANET P (54579) Status[Missing |

Class| Exempt | Semi-Marntiily Perio Encling [Mov 15, 2004

Copy Line | Defete Line | Reset Line | Revers Line | 2 YRR STt

Project

r Fiter
Fiter/Sort By
Fiter Text | | [ Executs
r Results

Click on the blug ==
box in the left-most
column to highlight
the line that has
the appropriate pay
type

Regulsr

Click on OK a— |
O N v acation Approval =
Man-Work Day

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help
\ A A 0 S B
eaa(k - \ﬂ @ p) | ) search ¢ Favorites @ veda £4) R B
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

- N -

|} Timesheet

Open| h|

Employes [SMITH, JANET P (54579) | Status[Missing | Revision
Class| Exempt ] Semi-Monthly Petiod Ending [Hov 15, 2004 I
Tab over to the Copy Line | Defete Line | Reset Line | Reverse Line | Add Line to Favarites
H Froject Charge ptio 5y Type oF Mo Tus
white work day ¢ i i
FO - Finance

columns and enter
the appropriate #
of OT hours for
each day

FiO - Finance

Haliday
N [0 viscation Approval I
NarviAork Day
&] pone By 8 Local intranet

e Continue adding lines until the timesheet is complete.
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - \_,; B @ ;j piear(h \E:\?Favuntes eMedla @ Df{- ; = _J
Address (@) hitps:fimiswS: 7002/DeltekTC TimeCollection. msv VB s

When you are
finished with the
current day’s
timesheet entry or
the timesheet is
complete, click on
save

= [SMITH, JANET P (54579) | Status [Missing | Revision[1_]

Class| Exempt ] Semi-Monthly Petiod Ending [Hov 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

At the end of the
timesheet period,
click on the sign

button. If your ™~
timesheet passed

all system

validations, you e E— | i on PO —c <
will be prompted to Hor itk 02y

enter your Eoore B/ loliirare:
password;

e Note: The system will not let you save your timesheet early
Otherwise, revise

your timesheet,
then save and sign
again.
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Casuals

Reqular Hours
For each

applicable work
project, verify that
a“R” isin the Pay
Type column

Tab over to the
hours and enter
the appropriate #
of hours for each
day

Note: The
MSHOP# column is
valid only for
Machine Shop
charges

Overtime Hours
Once you have
worked 40 regular
hours in a week,
record any
additional hours to

the “OST” pay type ™|

If the pay typeis
not defaulted in for
your current
project, you can
either type “OST”
in the Pay Type
column or you can
look it up by
clicking on the
binoculars in the
Pay Type column

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help
\ | @ e . R

eaa(k - B @ & ijEar(h 5. Favorites @ edia £4) -z F

address | @] https:jfmisws: 7002/DekkekTC Time Caliection. msv

|} Timesheet

Links **

v B

Employes [ | Status[Missing | Revision
Class [CasualMon-Exempt ] Semi-Monthly Petiod Ending [Hov 15, 2004 I
Copy Lin | Defete Line | Reset Line | Reverse Line | Add Line to Favarites
IOMIS 0 - Mot Info System: R 100 a1 a0 6.1 50
3
——
/
/4,
£ | EINES | >
Holiday
| o vacain Jr— =]
Mon-Work Day

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

eaa(k - B @ ;j ;j Search \E:\?Favuntes @ veda £4) f:{- .; e _J

Links **

address

v B

€] hitps:ijmiswS:7002/DelkekTC TimeCollection. msy

|} Timesheet

Employes [ Status[Missing | Revision
Class [CasualMon-Exempt ] Semi-Monthly Petiod Ending [Hov 15, 2004 I
Copy Lin | Defete Line | Reset Line | Reverse Line | Add Line to Favarites
IOMIS 10 - Mgt Infa Systems 100 a1 a0 6.1 50
1oMIS 0 - Vot Infa Systemn ST
£ | EINES | >
Holiday
| o vacain Jr— =]
Mon-Work Day

&] pone By 8 Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o
e Back - () B @ ;j ;j Search \E/‘\? Favorites g Media {4 f:{ - .; e _J
P ay Ty p e L 00 k u p address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy v \ Go | Links *
Screen :

|} Timesheet
o |
— st izsng |

Class [CasualMNon-Exempt | Semi-Marntiily Perio Encling [Mov 15, 2004

Copy Line | Defete Line | Reset Line | Revers Line | 2 YRR STt

Project

r Fiter
Fiter/Sort By
Fiter Text | | [ Executs
r Results

Click on the blug ==
box in the left-most
column to highlight
the line that has
the appropriate pay
type

Regulsr

Click on OK —

N — I vacaon - B[z
Mon-ork Day

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o

eaa(k - B @ ;j ;j Search \E:\?Favuntes @ veda £4) e
address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy V\Gn Links **

|} Timesheet

— | Stotus[zmg |
Class [CasualMNon-Exempt | Semi-Marntiily Perio Encling [Mov 15, 2004
Tab overtot h e Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
i Froject Charge Descriptio oay Type | MSHOP & Mo Tue
white work day z E e

111 2

columns and enter it
the appropriate #

of OT hours for
each day

Holidday

N — I vecaon soprene B[z

Mon-Work Day

&] pone By 8 Local intranet

e Continue adding lines until the timesheet is complete.
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When you are
finished with the
current day’s
timesheet entry or
the timesheet is
complete, click on
save

At the end of the
timesheet period,

click on the sign \

button. If your
timesheet passed
all system
validations, you
will be prompted to
enter your
password;

Otherwise, revise
your timesheet,
then save and click
sign again.

To monitor the
1000 work hour
annual limit for
casuals, click on
Leave

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit Yew Favorites Toos Help

ega(k - B @ ;j ;j Search \E:\?Favuntes @ veda £4) f:{- ; = _J
address | @] https:jfmisws: 7002/DekkekTC Time Caliection. msv

Links **

v B

o ]

stauepizsrg |

Semi-Montily Period Ending [Nov 15, 2004

Revision
&=

Class [CasualMNon-Exempt |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Holidday
I v acation
Mon-Work Day

srwre [ i e EE

&] pone By 8 Local intranet

e Note: The system will not let you save your timesheet early

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

@Eack -9 @ @ lj ;3 Search \?‘:\?Favmes @ veda £2) [}_f{- ; =| J
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv

-y \ 2%

L’ Timesheet

Links >

V‘Gn

Employes | |
Class [Casuallon-Exempt |

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss

S e —

Revision
&=

Semi-Monttly Period Ending [Nov 15, 2004

Thu g
LAES

Holiday
I vacation
Mon-Work Day

Approval [

==

&] Done S| 89 Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help

\ A | 0 S B
eaa(k - B @ ) piear(h 5. Favorites @ edia £4) R B
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

|} Timesheet

] stauepizsrg |

Employss
Semi-Montily Period Ending [Nov 15, 2004

Class [CasualMNon-Exempt |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
c Mon | Tue

Froject Charge
1 e

This pop-up screen

g IVeS a ru n n I n g Jun 4, 2004 Beginning Balance 200.0000

balance of the Oct 18, 2004 Taken 30000

©Oct 18, 2004 Taken -2.0000

number Of Work 8 Qct 18, 2004 Taken _5.0000

hours available for 0 ort 20,2004 Taken o
1 * The leave bakance will not include any taken transactions that have not been saved

the remainder of
the casual year :

Holiday
N — I vecaon soprene B[z

Mon-Work Day

&] pone By 8 Local intranet

e The balance will not be updated with current casual hours worked until
the timesheet is saved
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Call-in Time (Non-Exempts Only)

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tooks  Help &
eaa(k - \_,; \ﬂ @ ;j ;U Search \é‘\?Favuntes eMedla @ [‘:- ; | _J
To record call-in kb 8] Wtpeimsos TonziDskeT e Coleation sy SCEREE:
time actually

|} Timesheet

worked, ET———
Employes [ | Status[Missing | Revision
Class [Salary/Shift Non-Exempt | Semi-Marntiily Perio Encling [Mov 15, 2004 \E]
E n ter th e p roj ect Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favorttes
on which you were
|accelerstor EHS ~, © a1 6.0 8.1 a0 6.0

Cal Ied i n CCEHS ja.coelerstor EH T ﬂ 0.5
Either enter the —

appropriate pay ——
type or cI|cI§ on the’ —
binoculars in the _—

Pay Type column —
to look it up =l

Record call-in -
hours worked on

< | B | >
the correct day oy
O N v acation Approval =
MonAork Day
goune By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Pay Type LOOkup Bl Edt Vew Favortes Tools Help i
screen Q=-Q X A& ) seareh S Facres @ veda £2) - :\1 =1

Address | &] bt W5 7002/ DeltekTC TimeCollect V‘ = B

Employee | ] Status [Missing | Revision
Class [SalaryShiftNon-Exempt Semi-Monthly Period Encing [Nov 15, 2004 S ES
Copy Lin | Dlets Line | Resst Lins | Reverss Lins | 2 SRS TR E
r Fiter
e Filer/Sort By
CCERS
Fiter Text | | [ Execute
r Resuts

Mame

Call-in Time: (Not-Worked)
Holiday Ol

Halitiry Swing

Highlight the Fotoey
appropriate pay =~ == ' St oo it

type < ‘ |

&3

. , < ]

Click on OK ==

o | W vacstion approval | =i
Nan-vork Day

&] Done S| 89 Local intranet
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73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

To record call-in Fle Edt Vew Favortes Tools Help
hours not worked Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [

Address | (] https:/fmisws: 7002/DelekTC/TmeCallection.msy V\ Gn Lirks **
On a separate — : Y.

timesheet line, '

enter the project ‘ :
. Employss Status[Missing | Reewision [1
onw h IC h yo uwere Class [SalaryiShiftMon-Exempt Semi-Marithly Period Ending [Mov 15, 2004 \EE

C al | ed in Copy Line | Delete Line | Reset Line | Reverse Line | &
T 99
Either enter CIN in Frersorty [0 |

Fiter Text | | [_Execute

the Pay Type
column or click on
the binoculars in
the Pay Type
column to look it

up

r Resuts

Mame

Call-in Time (ko

Haliday Owl

Huliday Swing

Haliciey

Crvertime

Crvertime Ol Shift

Highlight the CIN
Call-In Time (Not

Worked) line / |
ignature ‘acation L]
/ S = .xunjnfvnrk Day el B

Click on OK

G

€] Dons S % Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help
eaa(k - \_,J \ﬂ @ ) ;U Search \zi:("Favuntes eMedla @ [‘:- .j; =
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

.

|} Timesheet

Employee: | Status Revision[1_]

Class [ Salary/ShitHon-Exempt ] Sermi-Morthly Period Ending [Haw 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

ol Mondy Tusdy v Thudy Fri % Sat 4% Sundd Mondh
ME M8 1AL 1A A2 1A3 11A4 118
[ccelerator EHES

Record the call-in = pecdrdor Fes
hours to be Paid i LIS
(up to two) that

were not worked

Haliday
N [0 viscation Approval I
NarviAork Day
&] pone By 8 Local intranet

e The CIN pay type is used only if an employee is called in to work and
works less than the two hour minimum that is paid for call-ins.
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Recording Leaves

When you drill
down into the
Leave charge
branch under the
Jefferson Lab
charge tree, you
will see any leave
options available
to you

Other Leave from
our old etr system
has been broken
down into more
descriptive
categories (i.e.
Civic Leave,
Military Leave,
Weather Public
Emergency, and
Witness for DOE or

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

[BEE]
v

Fle Edit Yew Favorites Toos Help %

eaa(k - \ﬂ @ ;j f_U Search \zi‘\?Favuntes aMedua e} [:- 2

Address (] h 55 7002/DelbekTC/Tme Callection. msv

=

Links **

v B

Employes [SMITH, JANET P_(54573) | Status [ Open
Ny Charge Lookup | %]
Copy Ling | Delete Line | Reset Line | Y
-] Jefferson Lab
B Leave
CHATGeDrancCn A0 oz = FrOject a
Civic: Leave Other (Blood Dr, Yoting, Community Sve, SAR) |1 CIVIC LEAVE OTHER vl
Holicday Leave 1 HOLIDAY HOL
dury Duty 1 JURY DUTY COR
Leave Without Pay 1 LE&VE WITHOUT PAY Lwp
Miltary Leave 1 MILITARY LEAVE MIL
Sick Leave (Personal) 1 PERSONAL SICK SIC
Sick or Bersavement Leave (Family) 1 FAMILY SICK FiM
Wacation 1 YACATION VAC
Weather/Publc Emergency 1 'WEATHERPUBLIC EMERG |WPE
Witness for DOE or Cther Fed Agency 1 VITNESS DOE FED FED -
3 | >
R — — =
| —

&] pone By 8 Local intranet
Other Federal =
Agency) e The most common types of leave will be preloaded into your favorites

Civic Leave

If you choose Civic
Leave, you will be

required to enter a
comment

If you do not enter

a comment, you

will receive this

error message

when saving your
timesheet

Note: You will not
be able to save
your timesheet
until you enter a

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Iools Help

Qe - @ ¥ @ @ O seann

address ]

g Favortes @Pede €8 (- 1 )

iiswS: 7002/ DelkekTC TimeCall Links >*

= E

Timesheet

Employes [SMITH, JANET P. (S4579)

Stetus Revisian[1_]
Class[Salary/ExemptiPercert ] Sermi-Morthly Period Ending [Now 15, 2004 IRIE]
Copy Line | Delete Line | Reset Line | Reverss Line | IR G

Sat 4y

"5

Sun #§
1z

This timeshest cid not pass one or mare validations. Listed below are warnings or errars that
aceurred. Saving of the Tineshest can cotinue with warnings, but any errars must be corrected
before the save can continue.

Maon 4F
118

Wisrnings

s

Errors \

The fallowing charge(s] require commerts
Line 5 - Nov 4, 2004

I vacation
Mo Work Day

|
Approval DD

Sgratwe [ ][

&] Done & % Local intranet
comment . . .
e Civic Leave should be charged for blood drives, the United Way Day
of Caring, voting, etc.
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To insert a
comment

Click on the cell

Fle Edt Yew Favorites Inols Help
) NG A " <
@Eack -9 @ @ & ijaarch g raortes @Pveda €5 (- 2 3 J
Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ = B

L’ Timesheet
hi
Employes [SMITH, JANET P (54579) | Stetus [Open ] Revision[1_]
Class [SaleryExemptiPercent Senmi-Morthly Period Ending [Now 15, 2004 =

Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss

Thu ik Fri &
that requires a _— o
Comment FO - Finance
Iick Leave (Personal)
. . {ddmin Divigion Office
Click on notes icon _| AT ATl

in the cell

Holiday
Vacation Fpproval [ e =]
Mon-Work Day

&] Done S| 89 Local intranet

Fle Edit Vew Favortes Iools Help o

Qe - © - ¥ B th| Ozt Ypraoies @rede @) (-2 B[

address ] hktps: imisws: 7002/ DeltekTC TmeCallction msv

~

Beo ks ™

L’ Timesheet

hi

Type your
comment

Click OK

Emplayee [SMITH, JANET P. (54579) Status
Class | Salary/ExemptiPercert | Sermi-Morthly Period Ending [Now 15, 2004
Copy Line | Delete Line | Resst Line | Reverse Lins | Add Line to Favoritss
o X
N Blood Drive| ’
»
FOFIN
ERSONAL SICK E
DOFF le
IVIC LEAVE OTHER k
dE»
< |
Holidday
B 0 vecaon =i
Mon-Work Day
&] Done [ & % Local intranet
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73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Leave Without Pay Fle Edé Vew Fevortes Tooks Help

. Back v | ®] (2] 0 O seach Flpraones @veda ) (- n 3
Leave without pay Qe - @ Fm e L bl A = 4 8s

should not be
charged until all
vacation leave is :

Employee [SMITH, JANET P (54579) | Status [Open | Revision[5_]

exhausted » €XC ept Class [Salary/ExemptPercert Serl-Morthiy Period Ening [Now 15, 2004 e
when an em P lo yee Cony Line | Delete Line | Reset Line | Reverse Line |

ison STD, LTD, or
disciplinary leave

Links >

This timesheet did not pass one or mare validstions. Listed below are warnings o errors that
occurred. Timeshest signing can continue with warnings, but any errors must be corrected befors
signing can cortinue

Wiarnings

If you try to charge ‘

leave without pay,
except in the above THESS DG FED
instances, you will
receive this error
when you sign
your timesheet

Errars
E101 - Fatal

Cannot charge LWOP unless vacation is exhausted for hov 2, 2004

Click Close — D

Revise your |

timesheet, then - = m A5zl [EE]
save and sign Eloene B toco o

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help &
: RS e > R

eaa(k - Q \ﬂ @ 0] ) search 7 Favarites aMedua e} K- da 5 _J

address | ] hitps:fimiswS: 7002(DeltekTC/ TmeCallection

| Search | Print | Aucit | Leave |
Employes | SMITH, JAMET P_(34579) Status | Open

T sy Charge Lookup

Jury Duty

Copy Line | Delete Line | Reset Line | ) o Tioes
. 1 Jefferson Lab
Charge any time ELeae
spent serving as a 2
juror to Jury Duty s
= Civic Leave Other (Blood Dr, Voting, Community Svc, SAR) |1 CIVIC LEAVE OTHER
Holiciay Leave 1 HOLIDAY
1 JURY DUTY COR
Eave ithout Pay 1 LEAVE WITHOUT PAY Lwp
Miltary Leave 1 MILITARY LEAVE MIL
. Sick Leave (Personal) 1 PERSOMNAL SICK SIC
DO E WI t n eS S Sick or Bereavemert Leave (Family) 1 FamILY SICk Fam
Wacation 1 WACATION WaC
C h ar g e th e - = 1 WEATHERPUBLIC EMERG |WWRE
. — \Witness for DOE or Other Fed Agency ) 1 VWTMESS DOE FED FED ]
Witness for DOE or — T B
Other Fed Agency
if you are ever
ST I— =

subpoenaed to
testify for DOE or Eoore B 8 ol

2”°ther Federal e If you are subpoenaed to testify for any other case, not related to DOE,
gency then this time should be charged to vacation
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73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Famll! SICk Fle Edt View Favortes Tools Help

Due to contract Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [

requirements R e 8w
charge all sick ') Timesheet L2
leave taken to care _
for an immediate e ' —
family member or Copy Line| DeelsLine | Reset Line | Reverse Line | addLie o Faartes
bereavement leave
for an immediate Ch] e =
fam”y mem ber to ERSONAL SICK Fick Leave (Persanal) % 3.0 21 3.0 a1
. . AMILY SICK 1Sick or Bereavement Leave (FamPAM 5 0
the Family Sick ~—
project. Any entry
to this project
requires a cell
comment stating
the relationship of
the sick family
member or the
relationship of the - : — : -
deceased sewe [ lxjgﬁr:k o Approval [ [etica

€] Dons S % Local intranet

e Note: Immediate family includes parents, spouse, children, siblings,
parents-in-law, stepparents, stepchildren, grandparents, or other related
persons living in the household of the employee

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fls Edt Vew Fovortss Took  Help
\ A A 8 ] > A
- ) ~' L ~<] - ]
eﬂack © \ﬂ @ | Dol raortes @ veds @) (- L [ _J
Address (] h iswS: 7002 /DeltekTC/TmeCallection. msv v B ks

Timesheet

Employse [SMITH, JANET P (54579) Status[Missing | Revizsion
Class [SalarpExemptiPercent Semi-Monthly Period Encing [Dct 15, 2008 e

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites
~ell Comme.,."

Son Zachary smk’

Line 3 - 1012

Thu 4%

10114

Enter the cell
comment

Click on OK

C 5 Do)

1000

1000

Holiday
Signature = v acation Approval [ ==
Non-Aork Day
€] Dons (1 | S % Local intranet
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Holiday

Holidays are
highlighted in
yellow on
employee
timesheets

Click on the cell for
those days and
enter the
appropriate hours

Holiday hours
must be recorded
on the actual
holiday except for
full-time exempt
personnel who
were required to
work the entire
holiday

In this case only,
exempt personnel
are eligible for a
floating holiday

To record his/her
time, the
individual's
schedule must be
changed to reflect
the new holiday

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help
\ n | @ e . R

eaa(k - \ﬂ @ p) | ) search ¢ Favorites @ veda £4) R B

address | @] https:jfmisws: 7002/DekkekTC Time Caliection. msv

4 Timesheet

Links **

v B

Stotus[Missng | Revision[1 ]
8 e —|C )

Emplayee [SMITH, JANET P. (54579)

Class [Salary/ExemptiPercert

Copy Line | Delete Line | Reset Line | Reverse Ling | Add Line to Favorles
b bondy  Tue 4} Thudy  Fridp Sat 4y
11522 123 125 1125 1122

fick or Bersavement Leave (Fal

FO - Finance

[ick Leave (Fersonal)

‘acation

Foliday Leave

¥

Halidary
I vacation
Hon-Work Day

Signature | 1 Approval ==

By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

Qe - O o] [B] (| Osarch Sprmonss @rwedn &) 2- 12 5[ )

Address | ] https:jmiswS: 7002/DeltelTC/TimeCollection.msv

D= ENE

4 Timesheet

Employes [SMITH, JANET P (54579)

Class [Salary/ExemptiPercert

Copy Line | Delets Line | Resst Line | Reverse Line | A Line ta Favortss

b o4y Tue dF Thudy  Fri 4 S
M2 103 M5 1125 112

fSick or Bereavement Leave (Fal

FO - Finance

Fick Leave (Personal)

‘acation

Holiday Leave

>

Holiday
I vacation
Hon-Work Day

P E— epro =i

&] Done S| 89 Local intranet

e Please refer to the floating holiday policy for more detail
e Use the Contact Us link on the desktop to request a change in schedule
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Recording Family Medical Leave Act (FMLA) Time

Click on the clock |

for any day on
which you have
approved FMLA
hours

Enter any personal
FMLA hours

separately from
family FMLA hours

In the comments

section, enter the e

identifying number
given to you by
Medical Services

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools  Help o
S Al A a > R

eaa(k - Q \ﬂ @ 0] ) search 7 Favarites eMedla @ K- H

address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv

|} Timesheet

|Leave |

Employes [SMITH, JANET P. (S4575) ] Status Revision[1_]
Class[Salary/ExemptiPercert ] Semi-Marthly Period Ending [Nov 15, 2004
Copy Lin | Defete Line | Reset Line | Reverse Line | Add Line to Favarites
ALY SICK Bick or Bersavemert Leave (Famf AN 0
OLDAY Holiday Leave FoL
FOFIN FO - Finance 3
ERSONAL SICK Bick Leave (Fersonal) BIC &0
ACATION acalion 5T B0
£ | EANES | >
Holday
R — - R Aoprova EE
Nor-iork Day

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools  Help o

eaa(k - \ﬂ @ ;j ;U Search \é‘\?Favuntes @ veda £4)

address (] bt 51 7002/DeltekTC TineCallection, mev v B s ?

.

|} Timesheet

ch|
Employes [SMITH, JANET P. (S4575) Status[Missing | Revisi
Class[Salary/ExemptiPercert ] Semi-Marthly Period Ending [Nov 15, 2004

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Projact Time In/Out - 112 E3

Date I | Mov 2, 2004+
Date Out | Nov 2, 2004 v Lunch Start
Personal FMLA Hours oo

Farmily FMLA Hours 12:00 PM

CHO100-6
1012
~ |

Time In 12000 Abd v

Haliday
N [0 vacation Approval =
Nanork Day
&] pone By 8 Local intranet

e Disregard the Time In and Time Out information on the right hand side
of the Time In/Out pop-up box
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

X]
File Edit View Favorites Tools Help ﬁ'
eaa(k - Q B @ ;j piear(h \E:\?Favuntes eMedla @ Df{- ; = _J
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv V\ Beo s ?

Timesheet

| h | Print |
Emplayee [SMITH, JANET P. (54575) Status Revision[1_]

Class[Salary/ExemptiParcert ] Sermi-Morthly Period Ending [Haw 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | SIS [ x|

This timeshest did not pass one or more validations. Listed below are warnings or errars that SEEAY WSy IS
aeeurred. Timesheet signing can conlinue with warnings, but eny errars must be carrected before | (LA PRRIRIRR TS
signing can cortinue

You will receive

this error message B
when you try to

sign your

timesheet if you s

have not entered a
comment

FML& errar: Nov 2, 2004 has FMLA hours but no comment associsted with the haurs.

Close

Signature 0 vacation Approval ==
Mon-Ajork Dy

&] pone By 8 Local intranet

e For exempt personnel, you may have FMLA hours to record, but you
may not have any sick leave recorded (i.e. Doctor’s appointment)
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Other Timesheet Line Options (Copy, Delete, Reset, and Reverse)

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |;HE|E|
v

Fle Edit View Favortes Tools Help 5
\ A A y 3 R

e Back - () \ﬂ @ ) ) search ¢ Favorites aMedua e} R B _J

address (] h isw: 7002/ DebekTC TimeCallection, msv v B s ?

| o h

Emplayee [SMITH, JANET P. (54575) Status Revision[1_]

Class[Salary/ExemptiParcert ] Sermi-Morthly Period Ending [Haw 15, 2004 I

To copy aline <

Copy Line | JHlete Line | Reset Line | Reverse Line | Add Line to Favortes
15 1E 1 1R

ch n dfy Thud¥ Fri b Sat 4y SundF Mondd
54 ]
T . I D N B
- i 2

CFO - Finance

Highlight the line o e Leave Parcensd
you wish to copy s

Click on Copy Line

< | EANES | ¥

Holidday

N — I vecaon soprene B[z

Mon-Work Day

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

Q=-Q X A& ) ssarch S Facres @ veda £2) - :\7 = - )

address [@) 7002/ DeltekTC/TimeCollection.m: D= ENE

Timesheet

To d el ete a I ne Employes [SMITH, JANET P. (54579) Status Revision[1_]
Clas=[Salary/ExemptiPercert Semi-Monthly Period Ending [Hov 15, 2004 &=

Moy Tue 4% Thud¥ Fri @ Sat 4 Sundy Mondh
MA 1z A M4 s 1B 117 118
acetion

Highlight the _4 : i
line you wish to [
delete

Click on Delete
Line

< | > < | >

Holiday

T E— B vecain e =i

Mon-Work Day

&] Done ) S Local intranet

e If you have not already saved the selected line, the delete function will
remove the entire line, including cell comments

e If you have already saved the selected line, the delete function will
zero out the entered values and make cell comments null
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73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

To reset aline

Highlight the line
you wish to reset

Click on Reset Line

Fle Edt View Favortes Tools Help
= n ) 2 B
- ) ~ ~] - w
eﬂack © \ﬂ @ | Dol raortes @ veds @) (- L [ _J
Address @] ht iswS: 7002{DelbekTC/TimeCallection, msv

Timesheet

Links >

V‘Gn

Employes [SMITH, JANET P (54579) ] Status Revision[1_]
Class [SalaryExemptiPercert Siemi-Morthly Period Ending [Fov 15, 2004 | &|l=p

Thud¥ Fri @ Sat 4 Sundd Mondh
/4 1145 "E m"a 1B
‘acation

FO - Finance

Halidey

Signature = v acation Approval [ ==

Hon-Work Day

€] Dons S % Local intranet

e If you have not already saved the selected line, the reset function will
completely remove the entire line, including cell comments

e If you have already saved the selected line, the reset function will reset
the line to the previous values found in the database

To reverse aline

_

Highlight the line
you wish to
reverse

Click on Reverse
Line

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt View Favortes Tools Help
A A 8 ] > A
- ) ~ ~] - w
eﬂack © \ﬂ @ | Dol raortes @ veds @) (- L [ _J
7002/ DelkekTC/TimeCallection

Links >

V‘Gn

Status Revision[1_]
Class [SalaryExemptig Siemi-Morthly Period Ending [Fov 15, 2004 | &|l=p

Thudy  Fri @y ¢
/4 1145
‘acation

FO - Finance

Aimin Division Office

< ) 3 (€ | >
Holiday
Signature = v acation Approval [ ==
Non-Aork Day
€] Dons S % Local intranet

e We do not recommend using the reverse line function.

JLab Time Collection Manual — November 2004 Page-43



73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help
Qo - - (%] B (0| O searh prmoes @veds &) (- o [
Address | (] https:/fmisws: 7002/DelekTC/TmeCallection.msy V\ Gn Lirks **

b Timesheet

Employes [SMITH, JANET P (54579) Status Revision[1_]
Class [SalaryExemptiPercert Siemi-Morthly Period Ending [Fov 15, 2004 | &|l=p

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

Thu 4% Fri 4

1174 1158
"acation

FO - Finance

FSick Leave (Personal)

{idmin Division Office

A n eW I | n e |S ﬁ g ESmk Leave (Personal)

created showing
negative hours to
offset the
corresponding
charges

Halidey

Signature = v acation Approval [ (=

Hon-Work Day

€] Dons S % Local intranet

e When the timesheet is saved, you will have to provide a revision
explanation
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Managing Favorites

eltek Time & Expense - Timesheet - Microsoft Internet Explorer

File Edt Wew Favortes Tods  Help

Q- O - ¥ [3 & ) search S Favartes @ ueda €2 ¢

Adcress 4] https:jjmisw5: 7002/DeltekTC TmeCollection.ms

To add a charge
line to your

B |

Semi-Mortthly Period Ending [Oct 31, 2004

favorites

Project
CIICk On the Ieft_ IFPERSONAL SICK Fick Leave (Personal)
most blue column " 1 esten

LFOFIN

to highlight the

line you wish to

add

Clickon Add ]

Line to Favorites

Signature [ J[Em

Mon-Work Day

Approval [ =

5 % Local intranet

Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help

@k - (D =] (B (D Dsench Slpravoriss @wes £

Address ‘@ https: firisw: 7002{DeltkTC TimeCollaction.msy

|

L} Timesheet

Employes [SMITH, JANET P. (54579)
Class [SelaryExemptiPercent

Copy Line | Deliets Line | Reset Line | Reverse Ling | Add Line to Favorites

Project

To view Favorites, e

Staus [Open |

Sermi-Monthly Period Encing [Nov 15, 2004 | ||=|

Thu 4 Fri 4%
M4 115 1B

click on the : 75 e
binoculars in the - 7 ;\“ﬁ““’e’“”a”

project field

Tatal

Signaturs [ =

&) pane

2 & Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Charge LOOkUp Fle Edk VYew Favorites Tools Help '
Screen Qo - ) - %] [&) @) DOseosn Fiproomes @resn & (- 2 = )

ez €] https:jmisw: 7002{DeltekTC/ TimeCaliection.msy

Employes [SITH, JANET P | Stetus [Gpen

(Lo T ay]_Charge Lookup ]
Copy Line | Delete Line | Reset Ling | gty
Fiter By |4
Fiter Test | [ Execue
Drill down to the
t b — FaPrites
next leve y Jetferson Lah JLAB

clicking on the
plus sign beside
Favorites

Tatal

I

Signature

&] Done

3 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Wew Favortss Tools Help

Qe - () @ @ ;j /j‘ISEarEh \ffi(Favur\tEs @ veda €2 f:{- ; =K

e | ] https:ffmiswS:7002{DeltekTC TimeCallection.msy v Beo ks *

» Timesheet

Employee [SMITH L jectad
Class[Salary
Capy Line | Detete Line | Re | =] charge Trees
=] Favartes
FOFIN
£\
)
— O [] [cFC - Finance CFOFIN R

. [ |Haliday Leave HOLIDAY HOL
Click on.the Load ok T O Teryou SR ouTY cor
box beside an Leave Withaut Pay LEAVE WITHOUT Pax Lwp

MO0 | O
Sick Leave (Persanal) PERSOMAL SICK sic

charges that you Efo| o

. O | O |[sickor Bereavement Leave (Famiy)  |FamiLy sick Fam
wish tO appear on ] Vacation VACATION vaC L
your timesheet = ] Vacation VACATION vac a
each time < | B
Click on Update =

Signature [SMIT
O U
&] bons 5 & Local intranet

¢ The holiday box should only be checked for Holiday Leave(s)
e The vacation box should only be checked for Vacation
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Click on OK when
you get this
warning pop-up
box

If you want to add
aline from
favorites to your
timesheet for one
period only,
Highlight the line
you wish to add

Click Add to
Timesheet

If you want to
delete aline from
favorites,

Highlight the line
you wish to delete,

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools  Help d

eﬂack - \ﬂ @ lj f_U Serrih ‘?i‘:‘(‘Favnr\tes @ vedia ) [\- ; = _J

Address i1 7002/DeltekTC/TmeC v B ks

P

.} Timesheet

Employes [SMITH_JANET P_(54575)
MR Charge Lookup

Copy Line | Delete Line | R

_ICharge Trees
[=)-— Favorites

Deltek Time & Expense

To ensure that holidays and vacations are
2 properly edited and defauted, please

inclicate which charge is your holidsy R
charge and which is your vacation charge.
(AD023)
HOL 4
&3 COR
W LWF
SIc v
| =
Signature =iz
€] Dons S % Local intranet

e Holiday and Vacation Leaves should already be preloaded into your
timesheet

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools  Help d
A A 8 " > R
- ) ~ i w
eﬂack © \ﬂ @ | Dol raortes @ veds @) (- L [ _J
address | (@] https:jmisws: 7002/DelekTC/ TmeCollection msv

v B ks

.} Timesheet

Employes [SHITH_IANET P_(54573)
LMERR] Charge Lookup

Copy Line | Delete Line | R

_ICharge Trees
[=)-— Favorites

CFO - Finance

]

[ |Holiday Leave

] JURY DUTY

[ |Leavewthout Pay LEAVE WITHOUT PAY L

[ |sick Leave Personal) PERSOMAL SICK sic

[ |sick or Bereavement Leave (Famity) | FAMILY SICK Fant

Vacation VACATION VAC L
O V| % WACATION WA a

Update [ @™ Delete from Favarites ] Addto Tinesheet

Signature [

D S % Local intranet
Click on Delete

From Favorites

Click on Close
when finished
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Click on Reverse
Timesheet to
correct a timesheet
that has already
been processed

Once you have
clicked to reverse
the timesheet, you
will see lines with
negatives values
that completely
reverse the
processed
timesheet hours

Then the timesheet
will display for
editing the same
timesheet lines and
hours as on the
processed
timesheet

Correcting Timesheets

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help
eaa(k - \ﬂ @ ;j ;U Search \Efl‘ijFavuntes @ veda £4) [f{- .j; = _J

address (] h isw5: FO02{DelbekTC TimeCalk - v B s ?
A , W

Timesheet

Employes Currert: Hour View Status[Processed | Revision[3_]
Class [SalaryExemptiarcent Sermi-Morthly Period Ending [Oct 31, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Thudy  Fri ) Sat 4

10121 10/22 10123

< EANES | ¥

Holidday

Signature [ |@ I v acation Approval [SMITH, JANET P_(S4579) DD

Mon-Work Day

&] pone By 8 Local intranet

e Processed timesheet hours will show in blue and cannot be edited
e Only the six previous timesheet periods will be open for corrections

A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer =]

Fle Edt WVew Favortes Tools Help

Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [

Address |{&] hitps: {{miswS:7002/DeltekTC/TmeCollection msv v B ks

Timesheet

Employes |1 Current Hour Visw Status
Class [SalaryExemptiPercert Semi-Mrthly Period Ending [Oct 31, 2004 e

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favories
Thudy  Fri 4% L
1021 1022 1

FO - Finance

acation

FiO - Finance

"acation

FO - Finance

acation

< | bANES | >

Halidey

Signature [T = v acation Approval [SMITH, JANET P. (345791 ==

Hon-Work Day

€] Dons S % Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fls Edt Yew Favortss Tools Help i
Q=-Q X A& D ssanch g Favores @ edia ) (2
Address Q https:fimisws: 7002/Deltel TC/ TimeCallection. msy

Links >

= ES

L’ Timacheet

] Current Hour View Status Revision
Semi-Morthly Period Ending [Dct 31, 2004 S ES
Tue 4} Thu ) Fri 4
1048 0 o1 o2 A
FO - Finance
Enter the correct aoden
. . FO - Finance
information ; =

FO - Finance

acation

ick Leave (Fersonal)

Click on Save

Holiday
Sonetwe [ |[= W acation Approvel [SWITH, JANET P. (54572) (==
Mon-Work Day
&] Done S| 89 Local intranet
A Deltek Time & Expense - Timesheet - Microsoft Internet Explorer
Fle Edt Yew Favortes ools Help i
. A ey A SR
- ) 5 - =}
The system eEack © @ @ T0 | O seach Jpraoies @reda &) - L B J
A:_idress|@http imiswS: 7002/ DeltekTC TimeCollection msy V‘Gu Links **

provides an audit
of all timesheet
revisions and il

M

L’ Timesheet

. Employes | ] Current Hour View Stetus Revision
corrections Class[Salary/ExemptiPercert ] Semi-Morthly Period Ending [Oct 31, 2004 IRIE]
-
5 CFOFIN 5038.001 |CFO - Finance Added Line
5[ 1oams  [cForm 5039.001 |CFO - Finence Addedt Hours
] 2440-001 | vacation Added Line
8| 1020me 2680.001 | vacation Added Hours
8| 1021ms 2440-001 | vacation Added Hours
7 PERSONAL SICK |4110-200 |Sick Leave (Personal) | Added Line
7| 102104 |PERSONAL SIcK [4110-200 [Sick Leave (Personal) | Added Houwrs
| =
P rction
Input the reason -
- Charged vacation instead of sick|
for the timesheet L o)
correction
Signature B B =) I vacation Approval [SMITH, JAMET P_(54579) DD
Mon Work Day
&] Done & % Local intranet

e For audit purposes, this reason has to be valid
¢ Since the system maintains an audit of all revision and correction
explanations, these comments will be viewable by all those with rights
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Audit Log

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools  Help o
The upper right- et - - X 2] G5 O sewh S ramies @ &) (- 15 [ [ )
hand corner of the
timesheet displays
the revision #

address |&] https: fmiswSi70 fiaal=ction msv

4 Timesheet

Open |

If the timesheet
has not been
revised at all, it will : SR S e
display revision 1 S - T

Click on audit to
view the audit log

£ EANES | >
Halidary
Signature [E ] v acation Approval ==

Hon-Work Day

&] pone By 8 Local intranet

ft Internet Explorer
Fle Edit View Favortes Tools  Help i
Q=-Q X A& ) ssarch S Facres @ veda £2) [ 30

Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv v|Bco ks

4 Timesheet
1|
Employze Status Revision
The Revision Audit : B e &
W Copy Ling | Delete Line | Reset Ling | Re
pop-up box shows Reviion [ 7]
any revisions
and/or corrections
made to the

3| Sep 16, 2004 |VACATION 2440-001 Vacation Added Hours

3| Sep 17,2004 | VACATION 2440-001 |Vacation Added Hours =

4| Sep 16,2004 |PERSONAL SICH [4110-200 | Sick Leave (Personal) | Changed Hours From s

. < | >
timesheet and the
. Incorrectly charged sick instead of vacation
corresponding e
reason(s) .
Date Signed! |

Signature and
approval
information also
can be viewed
through Audit

Approved By |

Date Approved ‘

Signature e s . ==
Kon-ark Dy

&] Done S| 89 Local intranet
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Leave Balances

< Deltek Time & Expen i osoft Internet Explorer

Fle Edit View Favortes Tools Help o

ega(k - B @ ;j ;j Search \E:\?Favuntes @ veda £4) f:{- ; = _J
address | @] https:jfmisws: 7002/DekkekTC Time Caliection. msv

v B s ?

|} Timesheet

To view leave
information, click
on Leave

Employee [SMITH, JANET T

i ] stauepizsrg |

Class [SalaryExemptPercent | Semi-Marntiily Perior! Encling [Mov 30, 2004

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Froject ch

1Sick or Bereavement Leave (Far

FiO - Finance

ick Leave (Fersonal)

acation

< bR | >
Holidey
Signature | &= vacation Approval ==
Mon-Ajork Dy
&] pone By 8 Local intranet

t Internet Explorer

Fle Edt Vew Favortes Tools Help

Qe - O o] [B] (| Osarch Sprmonss @rwedn &) 2- 12 5[ )

Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv

Leave pop-up

Timesheet
screen ‘
Ermployee [SMITH, JANET P (54579) Status [Missing |
Class [SalaryExemptiPercent Semi-Monthly Period Encing [Nov 30, 2004 S ES
Copy Ling | Delete Line | Reset Line | Reverss Line | &dd Line to Favorites
. FOFI
Click on the e ) € Bance [ 10000] .
ACATION
dropdown arrow e
. | Vacation
b esi d e Leave Ty p e Nav 25, 2004 o 0000 | Thanksgiving
. Naw 26, 2004 Accrued | 50000 | Day atter Thanksgiving
and select which
leave you want to
V I eW * The leave balance will not include any taken transactions that have not been saved
< 3 [« | >
Holiday
Signature [ &= acation Approvel | ==
Non-Work Day
&] Done S| 89 Local intranet
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= Deltek Time & Exp

Fle Edt View Favortes Tools  Help o
- 8 Al © - s &) (- 2 4

Qo - () [x] F D D seanh prmones @veds &) (- L

Address |{&] hitps: {{miswS:7002/DeltekTC/TmeCollection msv v B ks

.} Timesheet

Employse [SMITH, JANET P (54579) Status[Missing | Revizsion
Class [SalarpExemptiPercent Semi-Monthly Period Encing [Nav 30, 2004 e

Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

Leave Type
Hours
Jan 1, 2004 Beginning Balance 200.0000
Jan 15, 2004 mccrued 4.0000
Jan 31, 2004 Accrued 4.0000
Feb 15, 2004 Accrusd 4.0000
< | >
Th e | eave p 0 p -u p * The leave balance will not include any teken transactions that have nat been saved

screen will display
leave balances as
well as accruals
and hours taken
for the current Sz | =]
calendar year

Halidey

acation Approval [ ==

Hon-Work Day

€] Dons S % Local intranet
Leave h ours taken 2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer (A
w | | | be d ed u Cted Fle Edit View Favortes Tools Help o
from the running Qo< - O ¥ @ @ Pt Yrroos @Fueto @ (- 4z = [
| eave b a| ance address |&] https:jfmiswS: 7002/DelkekTC/TimeCallection, msy

when the timesheet
is saved

L mesheet

Employes [SMITH, JANET P (54579) Status[Missing |

Class [SalaryExemptPercent | Semi-Marntiily Perior! Encling [Mov 30, 2004

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

Leave Type V! Balance 209.0000

Feb 15,2004 Accrued 5.0000
Feh 29,2004 Accrued 5.0000
Mar 15, 2004 Accrued 5.0000
Oct 14, 2004 Taken -8.0000
Mo 8, 2004 Taken -8.0000
< | B
* The lzave balance will not include any taken tranzactions that have not been saved

Holidey
Signature | &= vacation Approval ==
Mon-Ajork Dy
&] pone By 8 Local intranet
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Icons

House — DeSKIOp

? —Help
i—AboutT& E
Door — Exit

My Tasks
Any system
assigned tasks

My Timesheets
Displays links to
the last 12
timesheets that
have been entered

My Alerts
Informational

timesheet notices
only

My Menu
Links to functional

items (can be same
as far left-hand
side menu

To perform tasks

Click on the plus
sign beside a task
line to drill down
for task detail

To load the
timesheet for
completing the
task, either

Click in the box
beside the
timesheet and
select Launch, or

Click on the actual
underlined
timesheet link

Managing MyDesktop

A Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer.

Fle Edit Yiew Favories

eaa(k - \) B @ \{h piear(h \iL\S)F aaaaa tes @ edia £Z) B"?Lﬁ' = |_J

address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

Todls  Help

psmith
JLAE

MyTasks (0) MyAlerts (0)

MyTimesheets nch MyMenu

&] pone By 8 Local intranet

e Any rows that display in yellow are at the “Warning” level and need to
be completed as soon as possible
Any rows that display in red are at the “Critical” stage and need to be
completed immediately

73 Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer

[BEIE

Fle Edt WVew Favortes Tools Help

Qo - - (%] B (0| O searh prmoes @veds &) (- o [

address | (@] https:jmisws: 7002/DelekTC/ TmeCollection msv

Links >

V‘Gn

4 MyDesktop

Select 4l | Laurch | Delet | MyAlerts (0) I | Frint | Delsts
MyMenu
Timeshest

Work Schedule

Timesheet Status

&) S % Local intranet

e Clicking the box beside each timesheet and selecting Launch is the best
method for multiple timesheets
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If the line link is

used, then this “My

Task Details”
popup box will
appear

Click on Launch to
view the timesheet

To hide the left-
hand side menu,
click on the left
arrow beside
“MyDesktop”

To add or remove
items from “My
Menu,” click on
Edit my Menu

2 Deltek Time & Expense - MyDesktop - M soft Internet Explorer

Fle Edit View Favortes Tools Help o

eaa(k - \) B @ \{h piear(h \i\‘?Favuntes @ veda L) B- ’?Lﬁ = |_J

address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv

A,
MyDesktop

MyTasks (1) aunch MyAlerts (0) | Print | Delete
Tir

Edit
|| v, sHaRoN S (HOT48) - T ——— —
MyTask Details - HAY, SHAROHN S. (H0T49) - Oct 31, 2004 Semi-Monthly

Links **

v B

MyTimesheets Crigination DateTime ‘Nnv 11, 2004 - 4:16:00 PM
blow 30,2004 Semi-Morthiy

‘Warning Date/Time ‘NDV 11,2004 - B:16:00 P

bow 15, 2004 Semi-Morthly

m Critical Date/Time ‘NDV 11, 2004 - 516:00 Pht

Oct 15, 2004 Semi-Morthl Crriginator ‘HAY‘ SHARON 5

Recipients Funstion [PSFYSR

&] pone 0 By 8 Local intranet

e Perform the assigned task when the timesheet appears

24 Deltek Time & Expense - MyDesktop soft Internet Explorer

Fle Edt View Favortes Tools  Help F7

Qo - @ - [¥] Bl (0| O sean prmones @hrvedn @) (- 2 T4 [

address | (@] https:jmisws: 7002/DelekTC/ TmeCollection msv

Links >

V‘Gn

MyAlerts (0) | Print | Delsts

MyMenu [
:
Now 30, 2004 _Semi-Morthly Open \riork Schedule |

how 15, 2004 Semi-Morthly Open

Oct 31, 2004 Semi-blonthly Signec!

Qct 15, 2004 Semi-blorthly Signed

&) S % Local intranet
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Edit MyMenu
pop-up screen

To add items to
your desktop,

Highlight the item
from the list on the
right

Click on Add

Click on OK

To remove items
from your desktop,

Highlight the item
from the list on the
left

Click on Remove

Click on OK

oft Internet Explorer

Fle Edit View Favortes Tools Help o

eaa(k - \) B @ \{h piear(h \i\‘?Favuntes @ veda L) B- ,?“‘. = |_J

address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

> MyDesktop
Edi

MyTasks (1) . e MyAlerts (0) | Prirt | Delete
+  Time
Edit

MyTimesheets
Now 30, 2004 Semi-hlorthly

Timesheet Charge Activity
how 15,2004 Semi-Morthiy. [Work Schedule Daly Floor Check
Remoye== Employes Adtivity

—lp

Oct 31, 2004 Semi-borthly

Move Lp

Move Down

> Cancel

&] pone By 8 Local intranet
Fle Edt Vew Favortes Tools  Help o~
Q=-Q X A& ) ssarch 57 Fancrtes @ veda () - Q; =1l

Address | ] hitps: {{miswS:7002/DeltekTCTmeCollection. msv V‘ Go

M

MyDesktop

Links >

MyAlerts (0)

Now 30, 2004 Morthl Timesheel Cherge Activity
Doy 15, 2004 Monthi (Work Schedule Daily Floor Check
7 3 Employes Activty
= TS Line Level Approval Inouiry

Morve Down

2 Cancel

&] Done S| 89 Local intranet
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Supervisory & Administrative Section

A Deltek Time & Expense - MyDesktop - Microsoft Internet Explorer. X
Fle Edit View Favortes Tools Help o
eaa(k - e - D @ \/b piear(h \‘:/'\LS)Favuntes @ veda L) B- ,?‘; = |_J

address |(&] https: {fmiswS: 7002/ DelkekTC TimeCol v B s ?

Supervisory tasks
show in the
MyTasks section of

the desktop
¥ MyTasks (1) t Al | Launch MyAlerts (0) All | Print | Delete
v - Tim
Toaccessa . Ol s ey :
timesheet waiting e
for approvalv CIiCk = Te Semi-Morthiy Ope Timesheet Status
to launch the ' 1] oot 51,2004 sonvtton open
D Qct 15, 2004 Semi-borthly Signed

timesheet

To approve more
than one timesheet
at atime,

1) Click Select All
2) Click Launch

By 8 Local intranet

&] https: }fmiswS:7002{DeltekTCicamidelteltc/framewarki

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer X
Fle Edit View Favortes Tools Help o

eaa(k - Q B @ \/b piear(h \‘:/'\LS)Favuntes @ veda L) B- ,?‘; = |_J

v B s ?

|} Timesheet
Open | 1

Employes [HA Current Hour View Status Revision

Class [Salary/ExemptiPercent ] Semi-Monthly Petiod Ending [Hov 15, 2004 I

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes

FOFIN FO - Finance R
ury Duty OR 8.0 8.0
"acation AT 8.0 8.0

Click on the box ==
with the blue check
mark to approve an e~
employee’s ~—
timesheet

Click on the box
with ared X to

. < i) LN i} | >
rej ect an Halifay
emp | oyee's signature [AE — = [0 vacation Aoprovel
times h eet @ Dane By %3 Lacal intranet
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Supervisors and
Division
Coordinators can
view employee
timesheets by
selecting the
search option
while on the
timesheet screen

Select the
timesheet period

Function

To view timesheets
of your direct
reports, select the
functional role of
Primary Supervisor

To view timesheets
for employees of
your direct reports,
select the
functional role of
Backup Supervisor

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

[BGEIE]
Fle Edit View Favortes Tools Help o
eaa(k - \_,; \ﬂ @ ;j ;U Search \é‘\?Favuntes eMedla @ [‘:- ; ) _J
address | ] hitps:fimiswS: 7002/DeltekTC/ TmeCallection msv

h p

Links **

v B

stauepizsrg |

Semi-Montily Period Ending [Nov 15, 2004

Revision
&=

Class [SalaryExemptPercent |

Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
dfy Thud¥ Fri @} Sat 4 Sundd Mondh

M4 415 1B 1@ M8
fSick or Bereavement Leave (FamFAM
Holicay Leave HoL
FO - General 3
Leave Without Pay

FSick Leave (Personal)

"acation

< LN | >
Holidey
Signature | &= W vacation Spproval ==
Mon-Ajork Dy

&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

Q=-Q X A& ) ssarch S Facres @ veda £2) - :\1 = - )

Links >

= ES

Address (]

7002 /DeltekTC{TimeCallection m:

Timesheet

GG O 1, oo cot Scarch
Class [SamryExempt

Copy Line | Delets Line | Reset Line |

] Revision
/]

[ Critzria
Schedule Vear Period

Steus  Courts
Semi-Morthly v 2004 ¥ [oct3, 2004
g [ ]
Function | Select -
Select Open [ |
Bclun Supervicr ]

Approved I:l
Rejected | |
Processed | |

[ Execue |

Group

Sort By | Employes Name |+

r Resuts

S| 89 Local intranet

e Not everyone will have the same functional roles, some may be only
Primary Supervisors, some may be only Division Coordinators

e The Division Coordinator role is available only to a few employees in
each division
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Yew Favortes Tools Help

: A A e > R
eaa(k - Q \ﬂ @ 0] ) search 7 Favarites aMedla e} R- iz B _J
address | @] https:jfmisws: 7002/DekkekTC Time Caliection. msv

Class [Salary/Exempt

B E——

[ Criteria
Copy Line | Delete Line | Reset Line |

Schecule

| Semi-Morthiy

Highlight the group_
for which you want
to view timesheets

Sort By | Employes Name | %

Missi
Open

[ signed

Status
Once the -—
functional role has

been selected,
click beside the
boxes in the status

Signature

section to select

By 8 Local intranet

specific timesheet £
statuses o
[ ]
[ ]
[ ]
role
[

Missing — Timesheet has not been updated at all
Open — Timesheet has been saved, but may not be complete

Signed — Timesheet has an employee-type signature

Approved — Timesheet has been approved by someone in a supervisory

Rejected — Timesheet was rejected by someone in a supervisory role

e Processed — Timesheet was pulled in and processed for payroll
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help o
\ Al & s > B

eaa(k - Q \ﬂ @ f) | ) search ¢ Favaries eMedla @ R- iz B _J

Address (@) hitps:fimiswS: 7002/DeltekTC TimeCollection. msv v B s ?

|} Timesheet

Employes [ER  imesheet Search ] Revision[1_|
Cless [SoloryExemlf 4=|l=
[ Criteria
Copy Ling | Delete Line | Reset Ling | Schedule vear riod
Status Counts
| Semi-Morthiy ~| [2004 | [octat, 2004 v

mesng (1|
Function | Frimary Supervisor

[Py swperisor ]
owen [0 |
Clsigned ||
— Ol approved ||
ClRejected | |
[ Processed

Sort By | Employee Name % =D [ Bxeous |
——

Click on Execute
once the Period,
Function, and —
Status types have

all been selected

r Resuts

To view a specific

timesheet, vashs
highlight the e
employee
Click on OK > Derca |

Signature

&) Dane

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt Vew Favortes Tools Help

D= ENE

If needed, the o @ T el

Su perv isor can Class [SalaryExemplPercent ] Semi-Morthly Period Encing[Oct 31,2008 | 4a b
Copy Line | Delets Line | Reset Line | Reverss Line | Add Line to Favoritss

complete the : ‘. 7 T b

10021 10/22

timesheet for the
employee, then
save and sign

If anyone besides
the employee signs
his/her timesheet,
the system
considers it a
revision and will

ask for an
explanation < — — - =
Signeture [ [E] [ vacation Aparovel [ s =
Nan-vork Day
&] Done S| 89 Local intranet
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If the supervisor
signs the
timesheet, his/her
name will display
inred in the
Signature block

Because the
timesheet requires
two signatures, the
Backup Supervisor
or Division
Coordinator will
have to approve
the timesheet

Timesheet showing
a signature and an
approval

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edit View Favortes Tools Help
eaa(k - B @ & ;j Search \‘;\?Favuntes @ veda £4) f:{- .; e _J
address |(&] https: {fmiswS:7002/DelkekTC TimeCollection, msv v B s ?

|} Timesheet

Open | Save | Search | Print | 3
Employes | DE v Current Hour Yiew Status Revisi
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Copy Line | Delete Line | Reset Line | Reverse Line | Add Line to Favortes
Fri 4}

10728
FO - Finance

1000

1000

< | EANES | >

Holidday

Signsare I vecaon soprene B[z

Mon-Work Day

&] pone By 8 Local intranet

e When someone other than the employee signs his/her timesheet, the
employee will be assigned a task to validate the timesheet by signing

73 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer

Fle Edt View Favortes Tools  Help o

Qo - - [¥] B 0| O sean prmones @hvedn @) (- 2 T4 [

Address |{&] hitps: {{miswS:7002/DeltekTC/TmeCollection msv v B ks

Timesheet

LY

|

Employee | DEI v Current Hour View Status [Approved Revision [ ]
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Copy Ling | Delete Line | Reset Line | Reverse Line | Add Line to Favorites

St % Sundd Mondd Tue B Trud Fi@
18 10M1E 0 2

1016 10A7 10 0# 1021 1022

FiO - Firance

< 3 (€ | >
Holiday
Signature [EF (E=m v acation Approval [SM1 i
Mon-Wark Day

€] Dons 0 | S % Local intranet
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2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer |;HE|E|
v

Fle Edit Yew Favortes Tools Help T
When the Primary Qe - () %] @] (0 O seach Frrmones @eda ) (2015 5[
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under the Backup
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approve

Click on Execute ="

Missing

Signed
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Select All
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&] pone By 8 Local intranet

2 Deltek Time & Expense - Timesheet - Microsoft Internet Explorer
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Links >
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The timesheets can
be viewed by two B —
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10021 10/22

Class [Salary/ExemptPercent

Either select the =
employees using
the dropdown
arrow by the
employee name, or

Click on the white
arrows to scroll -
through each

selected < > ¢ | >
em ployee’s S = e - ==
timesheet on Work Day

&] Done S| 89 Local intranet
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Appendix
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Timesheet Classes

Employee Class Paid Leave Shift
Description Overtime? Allowed? Allowed? | Call-in?
Casual/Non-Exempt Yes No No Yes
Graduate/Exempt/Percent No No No No
Machine Shop/Exempt/Daily No Yes No No
Machine Shop/Non-Exempt Yes Yes No Yes
Part-Time/Exempt/Daily No Yes No No
Part-Time /Exempt/Percent No Yes No No
Part-Time/Non-Exempt Yes Yes No Yes
Salary/Exempt/Daily No Yes No No
Salary/Exempt/Percent No Yes No No
Salary/Non-Exempt Yes Yes No Yes
Salary/Shift/Non-Exempt Yes Yes Yes Yes
Student/Non-Exempt Yes No No No
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Timesheet Statuses

Missing No information has been entered in the timesheet for the period.

Open The timesheet has been saved, but has not been signed by the
employee. The timesheet may or may not be complete.

Signed The timesheet has been signed by the employee or an employee
representative, but has not been approved by the Supervisor,
Back-up Supervisor or Division Coordinator.

Approved The timesheet has been approved by someone in a supervisory
role, but has not been processed by the Payroll Department.

Rejected  The Supervisor, Back-up Supervisor, or Division Coordinator has
rejected the timesheet, but the employee has not corrected it.

Processed The timesheet has been successfully processed (exported) by the
Payroll Department.
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Example of Dangling Week Overtime Calculation
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Sept 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 Total
Project Time Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
CFOFIN Reg 8 8 8 8 8 8 8 8 8 8 8 88
CFOFIN  Overtime 2 2 2 6
Sept 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 Total
Project Time Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
CFOFIN Reg 8 8 8 8 8 8 8 8 8 8 8 88
CFOFIN  Overtime

Sept 13 14 15 16 17 18 19
Project Time Mon Tue Wed Thu Fri Sat Sun
CFOFIN Reg 8 8 8 8 8
CFOFIN Overtime 2 2 2
Current (Pay Date Oct 1) (Pay Date Oct 16)
Sept 15 Sept 30 Sept Total
Hrs Dollars Hrs Dollars Hrs Dollars
Reg 88 866.67 88 866.67 176 866.67
Prem OT (1.5 X) 6 90.00 6 90.00
Straight OT (1 X) 0 -
Total 88 866.67 94 956.67 182 956.67
New (Pay Date Oct 1) (Pay Date Oct 16)
Sept 15 Sept 30 Sept Total
Hrs Dollars Hrs Dollars Hrs Dollars
Reg 88 866.67 88 866.67 176 866.67
Prem OT (1.5 X) 6 90.00 6 90.00
Straight OT (1 X) 6 60.00 (6) (60.00) 0 -
Total % 926.67 88 896.67 182 956.67
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